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New Faces
Once again we would like you to join us in welcoming some new team members:

Bobby L. Wilson - Computer Operator @ Information Systems. Bobby joins us from Pirelli Cable
Corporation where he worked as a Systems Operator.
Lingchi Wu - Sr. Programmer Analyst @ Information Systems. Lingchi joins this team from Tullet &
Tokyo where she worked as a Programmer Analyst.
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Elizabeth Uva - Managing Editor @ Journal of Accountancy. Elizabeth came to the Institute from
Accounting Today where she was Managing Editor.

Chain Letters
It has come to our attention that chain letters are being circulated within the Institute. The use of
Institute resources or facilities to distribute or forward chain letters is inappropriate and should be
stopped.

Human Resources Bulletin Board.... on YOUR e-mail.com!
Check out the Human Resources Bulletin Board on your e-mail for: position postings, holiday
schedules, training schedules, various medical and claim forms (more to come), updates on
company policies, etc.

Alternative Food Bytes
A recent addition to the cuisine scene in Exchange Place is Canova, located at 30 Montgomery
Street. Canova boasts a salad bar, sushi bar, gourmet specialty deli, general groceries and over 60
dining seats. It’s open Monday through Friday from 6:00AM to 9:00PM. Two thumbs up and the gym
is on hold!

Upcoming Issues
Watch out for anniversaries, more new hires, numbers to call in cases of extreme weather conditions
or widespread transportation disruption, party information, training notes and payroll notes.

Commuter Clips
The New Jersey Turnpike Authority has announced the scheduling of the next phase of the bridge
deck repair on the Newark Bay - Hudson County Extension. It is estimated that this phase of
construction will cause major traffic delays and may impact traffic to a greater degree than previous
phases have. Motorists on the Turnpike can tune their radio to 590 AM North of Interchange 14 or
1610 AM South of Interchange 14. Up to the minute traffic conditions are also available by calling
(800) 336 5875

“FACILITATOR OPPORTUNITY”
We are currently seeking additional Facilitators for various internal instructional programs. Facilitating is a
challenging, rich, and rewarding experience which enhances communication, presentation, and public speaking
skills. You will have the opportunity to go through a thorough certification process (“train the trainer” session
prior to being asked to facilitate any sessions.

How you present the instruction programs is equally important to what you present. Programs are designed to
be, and are most successful when, facilitated rather than instructed. Essentially, you’ll be asked to draw out
responses from the group rather than providing all the answers yourself. Facilitation is a unique form of
presentation and we have outlined certain criteria which we feel an effective facilitator needs. If you’re interested
in facilitating instructional programs for your fellow employees, please review the following criteria before
submitting your name for consideration.

There will be informational meetings held:
November 14th
Washington
November 21st
New York
November 26th
New Jersey

2:00 - 4:00 Conference Room B
2:00 - 4:00 Chairman’s Conference Room
10:00-12:00 Conference Room 3

The first forty-five minutes will provide information on the process. This will be followed by a one hour “mini”
facilitation skills course forthose interested in pursuing this opportunity. If you’re interested, please call Gabrielle
Ulloa at extension 6180.

General
•
Must have a “Satisfactory” or higher performance rating
•
Must be a demonstrated “team player”
•
Must have discussed the opportunity with your Team Leader
•
Must be able to utilize a VCR for instructional video segments
•
Must have the ability to clearly and effectively communicate your general impressions and observations
Pre-session Preparation
•
Must have the time and inclination to learn material with confidence and understanding
- The first time a session is conducted, at least a few hours are required to prepare
- Most sessions range from 3 hours to a full day
•
Ability to learn and work from a detailed Instructor’s Guide
•
You must be prepared to conduct at least one session per month, although we’ll only schedule you after
consulting with you and coordinating schedules.

Presenting Information
•
Need a clear speaking voice
•
Must possess smooth presentation skills
•
Must convey confidence and “buy in" of topics and concepts discussed
Must limit contributing own opinions
•
Must prepare and incorporate a flip chart as a visual aid
•
Need the ability to receive criticism objectively and constructively

Leading Group Discussion
•
Must have the ability to draw out opinions/responses from all participants
•
Must foster interaction among participants
•
Must accept and promote others’ ideas without qualification
•
Must have the ability to keep people on the topic
•
Must be prepared to handle and resolve friction between participants
Leading Group Exercises/Role Plays, etc.
•
Give clear instructions
•
Monitor participants during exercises to ensure understanding and answer any questions

